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OVERVIEW

OFFICE 365

The Town of Greenwich is replacing Lotus Notes with Office 365 for email. Instead of using Notes to access email,
you can access email on the web or mobile device such as an iPad using the Outlook app. Each user receives large,
50 GB mailboxes with new enhancements for organizing email, scheduling meetings, viewing calendars, enabling
users to be more productive.

OFFICE 365 HOMEPAGE AND CREDENTIALS

Office 365 HomepageSave this link as a favorite: https://portal.office.com.

Office 365 Credentialsthe Office 365 credentials is your Greenwich email address
(firstname.lastname@greenwichct.org) and the password given to you by the Greenwich Help Desk. Remember to

check the “Keep me signed in” checkbox on the sign in page to avoid having to reenter your credentials as often.
See the next section of the guide for how to change your Office 365 password.

] Office 365

Work or schocd account

isemane @ greeiwahcron
.........

Jesp me signed in

r

Sgnin Back

On the https://portal.office.com homepage click on an app to navigate or use the app launcher located in the top
left.

Office 365 Home

Mail

View all my apps



https://portal.office.com/
mailto:firstname.lastname@greenwichct.org
https://portal.office.com/

CHANGE YOUR OFFICE 365 PASSWORD

If you change your Office 365 password and had previously went through the mobile setup of email on your
device, you will be prompted to update your password on your mobile device to keep email working.

1. Signin to https://portal.office.com with your email and password.
2. Click the settings gear icon in the top right and then click on Password

D - B

Settings x

Therre

B e

Stant page

Motificatare

3. Enter your old and then the new password in both boxes. Click Submit

change password

Comato new passvenrrd

Conlirm new pasvwnrd

Note: Use the new password entered here to setup email on your mobile devices.


https://portal.office.com/

OUTLOOK ON THE WEB

MAIL

VIEW YOUR EMAIL

1. Signin to the Office 365 homepage.
2. Click the Mail app icon in the center of the screen or click on the app launcher in the top left.
3. Select a message to view in the reading pane.

Boww Eatew M0/ % Seem Wmws oo s o

1box - ¥ {
#

S thy ~

e ot 2e W g - i & Drmw




CONVERSATION VIEW

By default, Outlook turns on conversation view which groups emails that share the same subject into a
“conversation”. This feature allows users to expand or collapse these conversations with the latest email in the
thread at the top while all replies and sent emails are below.

1. To turn Conversation view off click the filter dropdown where it says All. At the bottom, select view as
“Message$

2. Toturn conversation view back on, click on the filter dropdown and select “Conversation$ instead of
Messages.

DELETE AN EMAIL

1. Hover over an email and press the Delete key on the board or click on the trash icon over the email.

%016

1
Eric Gruber; Kelly Krout; Amy [Ill " B
Canlos 4 ! i H g Thp 4) Vv

wrovement V3525



SEND AN EMAIL

1. Click the Newbutton in the header.

#  Office 365 Outlook

2. Type one or more email addresses in the Toline or click the Tobutton to view your contacts and address
book. Click the + button next to a contact to add the name to the Toline.

3. If you need to view the company directory, click on double arrow to expand your contact folders.

Calendar



4. Select All Users to view the directory. Search for a name in the search bar located about the list of users.

To:

5. Repeat these steps as needed to add the users to the To and CC lines.
6. Enter a subject and add text to the body of the message then click Send in the header.

0



SHOW BCC/FROM

1. By default, the Bccand Fromlines are hidden on an email. In a new email window, click the ellipsis
button and click on ShowBccand ShowFromto access those fields.

ADD AN ATTACHMENT

1. In a new email window, click the Attach button in the header.

Qa =

2. Click Computerto browse for the file and attach to the email.




3. Click Attach as a copy and then click Send when ready to send the email.

s o 2 )

L)

REPLY ALL/REPLY/FORWARD EMAIL

1. Highlight the email in the list and then click on the drop down arrow next to Reply All to select an option.

10



MANAGE FOLDERS

Outlook web app allows you to quickly and easily create, delete, rename and move folders around. You can drag
and drop to move folders to create an optimal folder structure you need to stay organized.

VIEW FOLDERS

1. Click More on the left hand side to view all your mail folders.

gl Office 365
Search Mail and People jo,

~ Folders

Clutter 1

( More ’

~ Gro ups New

$%

ADD A FOLDER

1. Click the + sign hovering over your mailbox name on the left hand side. Type in a folder name and hit

Enter.

Office 365

Search Mail and People jo,

@ Folders -

4 Favorites +
Clutter 1
4 Karen Berg -+
>
» Inbox 24
Clutter 1
Drafts

11



RENAME A FOLDER

1. Rightclick on a folder and click Rename. Type in a new name and hit Enter.

4 Kaenlleg Nemeeis Bt
Laren
4 Inbox 4
Conferénc Enc Gr
.‘%
Ehaiar ; .'_eu:: rew sadder
Do ( i )/
e
Sent ems Lo
Diehetant lenn Einpry fojdes

Adc] 20 favce sl

Cunversation

Aowe
Junk B Pl
) Mk ot o rvad
Notws
Aasian £
RES Frech an sy »
Folder | Perin orn..

DELETE A FOLDER

1. Rightclick on a folder and click Delete.

4 Karen Berg Needs Rey
Karen, C
4 Inbox 24
Conferenc 4I Eric Gr
s
"% Create new subfolder
Clutter
i Rename
Delete
Sent ltems s
Deleted Item: Empty sokder
: Add to Favorites
Conversation
Junk Email Mave.»
Mark all as read
Notes
i i >
RSS Feeds Assign policy
Permissicns...

Folder 1




Note: If you want to keep folder, but delete contents, right click on folder and select Empty Folder.

4 Karen Berg Needs Rey
Karen, C
4 Inbox 24
Conferenc l Eric .Gr.
v
"ngeate new subfolder
Clutter
Dt Rename
lets
Sent items Geiete
< fol »
Deleted Item:! By ke
2 Add to Favorites
Conversation
Move...
Junk Email e
Mark all as read
Notes
i i >
RSS Feeds Assign policy

Permissions...

Folder 1

ADD TO FAVORITES

1. Rightclick on folder and select Add to Favorites. This will keep the folder visible in the top left hand
side at all times.

4 Karen Berg Needs Resl
Karen, C
4 Inbox 24
Conferenc I Eric _Gr_
-
M Create new subfolder

Clutter
Drafts Rename

Delete
Sent ltems

fol
Deleted ltem: Empty folder
. (Addto Favorites »

Conversation )

Move...
Junk Email e

Mark all as read
Notes

i i =

RSS Feeds Assign policy

Permissions...

Folder 1




MOVE EMAIL

Drag and drop an email over a folder.

8% Office 365 Outlook

SEARCH EMAILS

All email in Office 365 is indexed and searchable, you can search by name, subject or any part of the message
including the body.

1. Inthe top left of Outlook on the web, enter a search keyword.

i Office 365 Outlook

customer servicd ! ‘ + New

(© Exit search All Tolders

14



CLUTTER

Clutter is a feature that filters low priority email into a separate folder called Clutter. It learns what emails you
ignore and are not important to you.

If Clutter incorrectly identified a message just move the message to the inbox.

MANAGE CATEGORIES

1. Inthe headerclick CategoriessManage Categori es..

Move to Vv Categories Vv oo

B Blue category
14[0508 ¢ B Green category

Crange category

b Eric Gri Purple category
To: CJAmy £ Red category
Thanks At Yellow category
New category

u

) Kelly K
u i l Manage categories... J
| To: O Amy (S



2.

3.

To rename a category, hover with the mouse over the category, click the X Then click on the Add
new category button and select a color and name for the category. Click OKto save your changes.

Manage categories

s cxnagoey

Gresn catesory

Tuph catugary

n
n
B Deaqe covegery
v
z

Sac catmcery

Selow catmeorny El

Cancwl

Right click on an email and select Categorize then pick the appropriate category to assign to an email.

Carlos Grilo
Cust Service Impro

Hello Karen! | wanted to update you on ot

Amy Alberts

Mark as junk

Move to Clutter

Contoso's Annual Meeting - Happy Hour!l

Hello Everyone, Contoso's Annual Meeting i

Ignore

Move >
Categorize > l
Create rule...

Ty Carlson View message details
Litigation Meeting Assign policy
Karen, | have @ meeting with the Contoso atieieiwyawe
David So g
Capital Expenditure Request 1/5/2016
Hello Karen, | would like to put in a capital request ...
Carlos Grilo !

Hello Karen!

| wanted to update
have seen a steady
implemented sever,

l Blue category
. Green category
. Orange category
l Purple category
. Red category
Yellow category
Clear categories

Manage categories...

16



SETUP AN EMAIL SIGNATURE

1. Click the gear icon in the top right and type in “signature” in the search bar. Select Email signature.

D - 5
'S i

Settings

Email signature

Include a signature on messages you send

2. Create a signature in the box below and select the appropriate setting on whether you would like a
signature on new emails only or also on forward/reply emails. Click OKto save your changes.

W 0K X Cancel

Email signature

Automatically include my signature on new messages | compose

Automatically include my signature on messages | forward or reply to

i B I U A A & A == v




INBOX RULES

SET UP INBOX RULE — MOVE MESSAGES TO FOLDER

1.

Highlight an email from a specific sender you would like to move the message to an then click Move to in
the header.

REuizone Zavin ivges N .

Select the Move all messages from the Inbox folder and any future messages and then click Select Folder.

Cancel

Note: Review the available options if you would like a different rule.
Select the folder and then click OK

Select folder

18



4. Click Move Allto save the rule.

For email from Carlos Grile (carlosg@COM401556.0nmicrosoft.com]):
Move all messages from the Inbox folder

@ Move all messages from the Inbox folder and any future messages
Always keep the latest message and move the rest

Always move messages older than 10 days

Move to Carlos v

Move all ; 4 Cancel

SETUP AN INBOX RULE - GENERIC

1. Click the gear icon in the top right and type in “rules” in the search bar. Select Inbox Rules.

B -5 0

Settings

ruleg X

Inbox rules
Set up rules to handle email.

Call answering rules
Choose how your calls will be handled when
you don't answer the phone,

2. Click on the + icon to create a new rule.

Inbox rules

Choose how email will be handled, Click the "+" icon below to create a new rule.

@'@¢¢

Cn Name

19



3.

4.

5.

Enter a name and under when a message arrives, click the drop down to select a condition.

Under Do all of the followingclick the dropdown and select a condition.

When the message arrives, and it matches all of these conditions

It was received from.. - Julian Isla

Add condition

Do all of the following

Select one... b
(S
Select one...
Maove, copy, or delete > Move the message to folder..
Pin the message Copy the message to folder...
Mark the message > Delete the message

B I aoes this mean:)
Forward, redirect, or send >

Once you have finished editing the conditions click OKin the top left to save your inbox rule.

20



CHANGE YOUR THEME

1. Open your web browser and sign in to https://portal.office.com.
2. Click the gear icon in the top right and select Change Theme

- - 5

(N |
By
N N
PR

3. Select the theme that you want and then click Saveat the bottom.

Cancel

21


https://portal.office.com/

SET UP AUTOMATIC REPLIES FOR EMAIL

1. Open your web browser and sign in to https://portal.office.com.

2. Click the Mail app icon in the center of the screen or click on the app launcher in the top left.
3. Click the gear icon in the top right and then click Automaticreplieson the left.

¢
Office 365 sattings
¢ Mail setrings
Refresh Mark as read
Automatic replies 3
L
Display settings

Manage apps

Offline settings

4. Click the Send automatic replies radio button and enter a message in each box for senders inside and
outside your organization. Click OKat the top to save your changes.

22


https://portal.office.com/

CALENDAR

VIEW YOUR CALENDAR

1. Sign in to the Office 365 homepage.
2. Click the Calendir app icon in the center of the screen or click on the app launcher in the top left.

Calendar OneDrive

Word PowerPoint OneNote

View all my apps

SWITCH VIEWS

1. Inthe Calendar app, click on Day, Work week, Week or Month.

< ¥ : > B0 ) “*_:‘tl”_iflfy 28 - March 5, 2016 ~ [ C bwesk Wesk Mont! ] T

23



CREATE AN APPOINTMENT

1. Click the New button
2. Enter the details about the appointment. Use the People picker on the right to add attendees.

Tip: Here’s a shortcut. You can also double click on a timeslot on the calendar to create an appointment for
yourself. Click on More Details to be taken to the screen above to add attendees and other details.

3. Click Sendwhen ready to send the appointment.

i Office 365 Outlook
(=) B O ) Amch @S ing ¥

DELETE AN APPOINTMENT

1. Open the calendar and right click on the appointment and select Delete.
Test Appontment L}

Waeszly Manutactunng

o b

24



ADD A COWORKER’S CALENDAR

1. Click Add calendarin the header and select Fromdirectory.

Qutlook

[

2. Type in the name of the user you that you would like to see their calendar. Click on the user when it
appears below the search box and then click Open.

Open calendar

From directory:

=

Dan Jump
danj@COM401556.onmicrosoft.com k‘

Search Directory

25



3.  You will now see the user’s calendar in a different calendar.

v

February 28 = March 5, 2016

Dan Syrry

b o | Ny . = = |y

Tip: To hide the user’s calendar, click on their name on the left hand side or right click on their name and
select Remove to remove their calendar from your Outlook on the web app.

SHARE YOUR CALENDAR

1. Click Share — Calendar from the header.

¥ New | v N Add calendar ¥ L Share - Print

L3
[ |

February 28 — March 5, 2016 v

Oan Jump

2. Inthe Shared with box, type in a name of a user you would like to share your calendar to.

26



4.

Select the level of detail you would like to share with the selected user and then click Sendto send the

calendar invitation.

- Availability Only— Shows free/busy during appointment times. No other details shared. This is
default option for everyone’s calendar.

- Full Details- Shows time, subject, location, attendees and other details of all items in your calendar.
Unable to view private appointments.

- Limited Details- Shows subject and location. Unable to view private appointments.

- Editor— Assign read/write/modify permissions to your calendar. Unable to view private
appointments.

- Delegate- All of “Editor” permissions plus ability to receive calendar notifications. User can also
check to allow ability to view Private events.

The user will receive an email where they can click Acceptto view the calendar.

d like to share my calendar with you

[m Share my calendar

27



SEARCH YOUR CALENDAR

You can search for any appointment/meeting by typing in keywords such as the subject or attendee in the top left
search calendar box.

#2 Office 365 Outlook

Calendar

Test Appointment

28



PEOPLE (CONTACTS)

VIEW YOUR CONTACTS

1. Sign in to the Office 365 homepage.

2. Click the Peopleapp icon in the center of the screen or click on the app launcher in the top left.

T

Calendar OneDrive

PowerPoint OneNote

View all my apps

VIEW THE COMPANY DIRECTORY

1. Inthe People app, click Directoryon the left hand side.

Office 365

Tip: Click the down arrow next to Directory to view lists for All Rooms, All Users, All Distribution Lists, etc.

29



ADD A CONTACT

1. Inthe people app, click the New button.

2 Office 365 Outlook

2. Enter the contact info and then click Save

CREATE A CONTACT LIST

1. Inthe People app, click the down arrow next to New and select New Contact list.

= i
® New| v) Manage V

30



2. Typein a list name and add members by typing in their names in the Add members field. The members
must already exist as contacts.

M Cancel

List name

Add members

2 newly added members

S Karen Berg X
karenbo@COM401556.onmicros

ol ulian Isla e
1 Juliani@COM401556.0nmicrost

TASKS

VIEW YOUR TASKS

1. Sign in to the Office 365 homepage.
2. Click the Tasksapp icon in the center of the screen or click on the app launcher in the top left.

2= Office 365

TS

Calendar OneDrive

XE N E

PowerPoint OneNote

View all my apps

31



CREATE A TASK

1. Inthe Tasksapp, click the New button.

== Office 365 Outlook

) New

2. Enter a subject, due date and then click Saveor click Show more detailgo enter more details about the
task.



ONEDRIVE FOR BUSINESS

OPEN ONEDRIVE

1. Signin to the Office 365 homepage.
2. Click the OneDriveapp icon in the center of the screen or click on the app launcher in the top left.

a ¥

Calendar OneDrive

] X H N

Word Excel PowerPoint OneNote

View all my apps

UPLOAD FILES

OPTION 1: DRAG AND DROP

1. Find the documents that you want to upload on your computer and drag them into the space under Files
or hover over a folder to drop the file in a specific folder.

Drag the items 10 any location
P Sawrch @ vowvy 2upcae Lsmc D open ¥ snv m @
~ Xaren Berg Files
Files
Nirve Mod Sed Veoter 3y Foe Sin
fleemt
% Cocuments e ey 4 Karen Barg § Ocly you
“hared mith e
Q Store Visit Notebook se sy d Cacan Barg & Owly you
Aecycle b
< a Cantasy_Créine_Presal o leuany d Karen Barg 209548 @ Onlyyou
~ Groups +
Q' Marketng Campaign L e ey d Cven Bary s 8 Ostyyou

Geoups bring 1eaan;

together lom ooe o Ceate
yeur owet m

2 bowse Urovps [ Mave

+ Coente Grovgs

33



OPTION 2: USE UPLOAD BUTTON

1. Instead of dragging files, click Upload

2. Browse for the files you want to upload, highlight the file and then click Open.

CREATE AND SAVE FILES USING OFFICE ONLINE

1. Click the new button and select the type of the document you would like to create.

Recent B Eccet workbook

~ Groups +

34



2. Documents created from the new button are automatically saved to the same location in your OneDrive
for Business whether you’re in the main documents area or within a specific folder in your OneDrive.

Tip: Clik on the title of thedocument inthe header to quickly rename the document.

Word Online

ACCESS OFFICE ONLINE HELP

1. When editing a document in the browser, enter a keyword in the Tell me what you want to do box
located next to the right of the ribbon tabs. Click on a feature or action you want to perform. If you don’t
find it in the drop down, click on the Get Help button at the bottom of the list for help content. Below is
an example of searching for “margins” in Word Online.

Blum Shapiro Track Changes

@
Moderate
Wide

Viewing track changes

Office 2003 Detauht

35



SHARE A FILE

Sharing a file in OneDrive only if you need to share a document with a coworker or external partner/vendor. If the
document needs to be accessed by the team/department, save the file into the appropriate SharePoint site.

1. Click to the left of the file name you want to share, and then click Sharein the toolbar.

@ Cpen w (i’? Share ) $ Dowrtons . 1 Selecred

cas_Onlne_Pruss - vy s Kaws Eovg R § Ovbyyou

e Marksing Campmgn | ey Karws burg V64848 B Oréyyou

Hint: Click to the left of the document name to highlight it.

2. Enter one or more names in the invite box and click on the drop down next to the box to give the user
view or edit privileges on the document. Click Share when ready to send the email. An email will be sent
with a link to the document of the user(s) you shared the document with.

> 'Marketing Campaign Implementation Tasks

“
— |
Inwite peopie Jukan I8 w Cam et N

2N VieW I
set @ hink

hered with

sl

Tip: Alternatively, click the Get a Link and choose a privilegelitimgeor viewing the document that you can
copy and paste the link directly into an email in Outlook. This link does not require a user to sign in to Office
365 and can be shared with external users if needadexpiration time can be set for the link.
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SEARCH FILES

1. Enter a keyword in the search OneDrive box.

#:  Office 365 OneDrive

contoso| x EBE open v U Share

@= Contoso Demographics Slide Template.pptx
Molly Clark - Shared with me - 6/18/2014
@= Biggest Loser - DRAFT.docx

Christa Geller - Shared with me - 4/2/2015
“the contest and you will be crowned Contoso.. day at the spa
courtesy of Contoso to reward.. ”

RENAME A FILE

1. Right click on the filename and click Rename Enter a new filename and click Save

0 85 My New Word Document gocx Q - 200 124K8
g Afice 365 Training Deck - Agend elete TS 12 MB
8! Track Changes
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DELETE A FILE

1. Right click on the filename and click Delete

2. Click Deleteto confirm you want to delete the file.

SYNC YOUR FILES

1. Click the Sync button and wait for the OneDrive app to open.

2 Office 365 OneDrive
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2.

3.

Enter your Greenwich Office 365 credentials and then click Sign in

) Office 365

Werk or school account

tlumshaproD greermichct.ong

B Microsoft

Click Next.

[his is your Onelrive folder
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4. Click Nextagain to sync all of your files/folders in your OneDrive. If there are any folders you would like to

not sync to your PC, uncheck them in the list before clicking Next.

M 5ymc & fies ang toklers in my Cnedrve

Sync only these foiders
) riee not i m e
¥ Bl amaowenss (143299

Swlected: 343,258
Remaining space on C 1326 GA

5. Click Open my OneDrive — Town of Greenwich, CT folder to view your OneDrive folder on the PC. You may

now drag or create any files on your PC into the OneDrive folder and they will be synced to OneDrive in

the cloud.
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6. To open OneDrive, open File Explorer and click on the OneDrive — Town of Greenwich, CT link on the left

hand side.
a3 v e | . )
n Maome Share View [ ]
+ & » DaveMale » OneDrwve - Town of Greenwach, CT v & Sedrch DneDerve - Town of L
# Ouick Mamae . Date modtied Type Size
I Desitop # & Email sttachments &1 006 AM
& Downlosds » % My New Word Document 005 AM 13%E
B Documents . B Office 365 Training Deck - Agende 43P M1 &R
= o B Track Changes WIV20I6 44T P Micrusolt Word O HRE
= Pictures ’
D Music

B vieos -

@& OneDrive - Town of {
B This PC
1 Network

*§ Homegroup

< >

4 Herrn = =

VIEW SYNC ERRORS

1. Ifyousee ared X on your OneDrive %, right click on the blue, OneDrive icon in the lower right hand side
of the taskbar and select View sync problems.

#& Open your OneDrive - Town of Greenwich, CT folder

View online

View sync problems Q

Manage storage
Settings
Help ¥

Pause syncing -]
Exit
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2.

1.

Double click on the file name to open the file and correct the error. In this example, the filename contains

a # sign which is not supported in the name. Renaming the file without the # sign will fix the error.

& Microsoft Onelirive it

1file can't be synced with OneDrive

MName Error Resolution

Remeove the item from your OneDrive folder. For info

/5 Track Changes#.docx The name or type isn't allowed. about your organization's pelicies, contact your [T
department.

Close

MANAGE ONEDRIVE RECYCLE BIN

Click on the Recycle bin link on the left hand side.

Office 365 OneDrive

L Search @ New v 2 Upload v < Sync
~ Blum Shapiro Files
| Files
V. Name
Recent

mll Email attachments
Shared with me

Qec@ ¥ Office 365 Training Deck - Agend..
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2. Torestore a file from the recycle bin, click on the file and select Restorein the header.

Recycle bin

° Name  Date deleted Deleted by

@@] My New Word Document.docx 8/18/2016 7:11 AM Blum Shapiro

MICROSOFT OUTLOOK MOBILE SETUP

The Outlook App for iOS and Android are available from the iOS App Store or Android Google Play. Just click on the
store name to be taken to the download link for the Microsoft Outlook app.

Once the app is installed, enter your email address (firstname.lastname@greenwichct.org) and password then tap
Sign in

Help is provided directly in the Outlook App. Tap Settingsin the bottom right then tap Help & Feedbacknd then
tap FAQs. You can type in a question or tap on a category to find articles such as “What is Focused Inbox”.

ADDITIONAL OUTLOOK TRAINING LINKS

- Outlook on the Web
0 https://support.office.com/en-us/article/Welcome-to-Outlook-on-the-web-28bac523-cc12-4b52-
b13c-4436cd181edc
- Outlook Mobile Apps (i0OS and Android)
0 https://support.office.com/en-us/article/Outlook-for-i0S-and-Android-Help-Center-cd84214e-
a5ac-4e95-9ea3-e07f78d0cdeb



https://itunes.apple.com/en/app/id951937596
https://play.google.com/store/apps/details?id=com.microsoft.office.outlook
mailto:firstname.lastname@greenwichct.org
https://support.office.com/en-us/article/Welcome-to-Outlook-on-the-web-28bac523-cc12-4b52-b13c-4436cd181edc
https://support.office.com/en-us/article/Welcome-to-Outlook-on-the-web-28bac523-cc12-4b52-b13c-4436cd181edc
https://support.office.com/en-us/article/Outlook-for-iOS-and-Android-Help-Center-cd84214e-a5ac-4e95-9ea3-e07f78d0cde6
https://support.office.com/en-us/article/Outlook-for-iOS-and-Android-Help-Center-cd84214e-a5ac-4e95-9ea3-e07f78d0cde6

